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CENTRAL INTELLIGEZNCE AGENCY
#ashington, D, C,

ADMIRISTRATIVE msﬁucmua Wy SRS
NO, | 40-5 Date: ; = . . ;. O,iaw‘i:
SUBJECT: hequisitioning Suppliesy Equipment, and Services
RESCISSIONS: Administrative Instruotion Mo, 40-5, dated 6 Februsry 1947,
Adaministrative Instruotion No., 40«12, dated 20 October 1547,
Administrative Instruotion %o, 60-8, dated 8 imroh 1948,
and wnumﬂvo Instruation Lo, 40«9, dated 27 June 1347,
1. Assistant Directors and Staff Chiefs may delsgate sutherity to
reguisition suppliea, equipment, and services to any cormissioned officer
of t he Arned Foroes or eny employee of (5-7 olassification or higher,
Names of employees designated to reguisition supplies, equipment, and
services shall be filed with the Chief, Services «ivision, Administreiive
Stafl?,
2, "Stook Items” ere those items for which there is & general
demand throughout the Agsnoy. These items are stogked in tho waerehouse
and listed in the CIA "Uffice Supplies” and "Office Purniture and .quipment”
oatalogs. "FPurchase items” are those ltems which will be purohmaed by the
Services Uivielon upon specifio request by the office using the itenms.
3e Uepartmental requests for supplies, swrvices, (exoept reproduction
service), and equipment normally shall be made ‘ors Form No., 36-7, signed by
s designmated enployee, and forwerded to the tervices vJivielon, imergency or
minor equipment service may be requested verbally fros the Services uJivision.
@, The original and one copy of Form No. 36«7 are necessary for
expendable stock items,
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be The original and two coples approved by an Assountable
officer, are necessary for non-expendeble stock items, and for
purehase items.

¢. The original end two ocoples approved by an Aocountable
Officer, are necessary for mmjor repairs of equimment.

de The original and one copy are necesssry for the alteration
and repalr service to bulldings’, partitions, rlumbing, eleotrical
fixtures, wiring, ete,, and telephcne installetion and service,
The reguisition ghall exgain in detail the service regquested, iu-
cluding the looation where service is necessary and & sketoh of
wiring plans or buzzer systems,

4. Asslstant Uireotors and Staff Chiefs or their designees shall
suthorize roquests for reproduction servioce.

a, Depsrtmental requests shall be made on rorm No., 86«2, The
original and two oopies are necossery, and shall be prepared in
acocordance with instruotions on the reverse side of the form,

(1) GRequisitions for forms and form letters shall be sube
mitted through the ¥anagement Staff,
(2) Hequisitions for other reproduction shall be subwitted

to the Reproduotion Branch, Serviess Division,
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b. FPriorities and time of completion £r all types of reproe
duotion are established as indiocated below:

PRICRITY USED RHEN COMPLISTED
Ad - Extremely Urgent Imediately
A dost Urgent 72 Hours
B Urgent 7 days
c Less Urgent 14 Days
None Not Urgent 30 Dmys

(1) The priority requested will be shown under "iLki:KS"
on Form 8o, 38-2, AA end A priority requests shall include
:}ustitiutian for urgeney.

(2) The Chief, Aeproduction sranch, shall bs responsible
for resolving priority oonfliots mnd for expediting AA and A

priority reproduction,

FOR THE DIRECTOR OF CBETRAL INTuLLICEHCE:s

I  25X1A9a
Captain, USH '
Lxecutive

CISTRYIBUTION: A




